CONTACT

0777312888

E hayatullahesaifrood.org

ﬂ Herat, City Afghanistan

EDUCATION

Bachelor of Arts (B.A.) in Literature

Herat University, Herat, Afghanistan

2008 - 2011
QuickBooks Desktop -2018

SKILLS

e Financial —
Management

e Budgeting & ——
Reporting

® QuickBooks  —

Desktop 2018

e Procurement C—
Support

e Administrative —
Management

e Documentation & e————
Filing

e Microsoft Office —

e Data Management e

e Communication — —

Finincial Manager

ABOUT ME

A Dedicated and results-oriented Finance and Administration professional with
over 10 years of progressive experience in financial management, administration,
project operations, and public sector services. Experienced in donor compliance,
financial reporting, budgeting, procurement support, cash management, and
administrative coordination within both government institutions and
humanitarian organizations Proven ability to maintain financial accuracy, ensure
accountability, and support project implementation in accordance

EXPERIENCE

Finance Officer August 2025 - Present

Saifrood Unity and Aid Organization (SUAQO)
Key Responsibilities:
e Manage, verify, and maintain project databases and beneficiary
information.
(0] e Support data collection, quality checks, analysis, and reporting processes.
e Ensure accurate documentation and confidentiality of project
information.

e Coordinate with field teams to improve data accuracy and reporting.

Finance Staff November 2018 - November

Herat Regional Hospital - Ministry of Public Health 2021

Key Responsibilities

e Processed financial transactions and payment documentation.

e Prepared financial records and expenditure reports.

e Monitored budget utilization and maintained financial files.

e Ensured compliance with financial procedures and internal controls.

e Supported financial audits and reporting processes.

Biometric Staff July 2017 - July 2018

Ministry of Interior Affairs

Key Responsibilities

e Collected and verified biometric data with accuracy.

e Managed biometric registration and database updates.
e Ensured data confidentiality and system integrity.

e Prepared biometric reports and maintained records.

e Supported field registration activities and technical operations.




Administrative Assistant
Afghanistan Investment Support Agency (AISA)

July 2013 - December 2016

LANGUAGE -
Key Responsibilities
e Managed office administration and official documentation.
e Pashtu .
e Prepared reports, correspondence, and meeting records.
e Persian e Coordinated procurement, inventory, and office logistics.
e Maintained filing systems and confidential records.
° English e Supported communication with internal and external stakeholders.
REFERENCES
Abdullah Samim Mohammad Shafiq Ahmadi Faisal Astawar
Director of SUAO Director of (AISA)

Finance Manager
Phone: +93 765 001 007

Email : samim@saifrood.org

Phone: +93 796 469 309 Phone: +93 790 808 427

Email : Shafiq @gmail.com Email: Ostawar2021@gmail.com



